






INSTRUCTIONS TO BIDDERS 
 

This Invitation  for bid is also posted on the City's website - www.lynchburgva.gov. Please review the website 
periodically for any addendums. 

 
CONTRACT PERIOD:   December 1, 2004 – November 30, 2005. 
 
QUANTITIES: 
 
Quantities are estimates for bidding purposes only. The City of Lynchburg reserves the right to purchase more or less as 
needed during the period of the contract. 
 
CONTRACT AWARD: 
 
The City reserves the right to award by item, groups of items or total bid, to reject any and all bids in whole or in part, and 
to waive any informality or technical defects it, in its judgment, the best interest of the City will be served.  
 
ALTER/QUESTIONS  
 
No verbal alterations of solicitations permitted. Submit questions regarding this request in writing or by facsimile 
(804/845-0711) to the Procurement Division, not less than seven (7) days prior to the closing date. Any necessary replies 
will be issued in the form of addenda to all prospective bidders of record. Deadlines will be modified accordingly if 
necessary. 
 
ADMINISTRATIVE APPEALS PROCEDURES:  
   
In accordance with Sec 18-159 of the Lynchburg Code and Sec.2.2-4365 Code of Virginia, any bidder or offeror  may 
protest a decision to award or an award, appeal a decision to refuse to allow withdrawal of bids, appeal a decision of 
disqualification, debarment or a determination of non-responsibility, or appeal a decision on disputes arising during the 
performance of a contract.  
 
Any protest or appeal pursuant to this section shall be in accordance with such administrative procedures as the City 
Manager may prescribe.  

 
Any bidder shall submit a written protest or letter of appeal to the City Manager with a copy to the Purchasing Agent, 
within the time constraints as set forth in sec. 2.2-4365 of the Code of Virginia. The written protest or appeal shall include 
the basis for the protest or appeal and the relief sought, and whether the bidder or bidder wishes to have a hearing with 
respect to the protest or appeal.  
 
If no hearing is requested, the City Manager or the Purchasing Agent shall render a written decision to the bidder or 
offeror  within ten (10) days of receipt of the written protest or letter of appeal. 

 
If a hearing is requested, it shall be held within (10) days of receipt of the written protest or letter of appeal, and a final 
decision shall be rendered within ten (10) days of the hearing. During the hearing, the protesting party shall have the 
opportunity to present pertinent information and to cross-examine adverse witnesses. The hearing shall be an informal 
administrative proceeding rather than a judicial-type trial, and a disinterested person, other than a City employee, 
appointed by the City Manager, will conduct it.  

 
The findings of fact shall be final and conclusive and shall not be set aside unless the same are fraudulent or arbitrary or 
capricious, or so grossly erroneous as to imply bad faith. No determination on an issue of law shall be final if appropriate 
legal action is instituted in a timely matter.  
 
Any party to the administrative procedure shall be entitled to institute judicial review if such action is brought within thirty 
(30) days of receipt of the written decision. 

 
ATTACHED SPECIFICATIONS: 
 
See  
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BRAND NAME: 
 
State Brand Name beside each item quoted.      
 
DESCRIPTIVE LITERATURE: 
 
In order to evaluate properly the bids received, descriptive literature shall accompany your bid response.  Failure to do so 
may be grounds for rejection of bids.   
 
CANCELLATION: 
 
The City reserves the right to cancel any resultant contract with thirty- (30) day's written notice to the vendor if deemed to 
be in the best interest of the City. 
 
NON-DISCRIMINATION: 
 
By submitting their bid/proposal, all bidders and offerors certify to the City of Lynchburg, Virginia that they will conform to 
the provisions of the Federal Civil Rights Act of 1964, as amended, as well as the Virginia Fair Employment Contracting 
Act of 1975, as amended, where applicable, the Virginians with Disabilities Act, The Americans with Disabilities Act, 
Section 2.2-4311 of the Virginia Public Procurement Act, and the Lynchburg Procurement Ordinance. 
 

During the performance of this contract, the contractor agrees as follows:  
 
a. The contractor will not discriminate against any employee or applicant for employment because of race, 

religion, color, sex, national origin, age, disability, or other basis prohibited by state law relating to 
discrimination in employment, except where there is a bona fide occupational qualification reasonably 
necessary to the normal operation of the contractor.  The contractor agrees to post in conspicuous 
places, available to employees and applicants for employment, notices setting forth the provisions of this 
nondiscrimination clause.    

 
b. The Contractor, in all solicitations or advertisements for employees placed by or on behalf of the 

contractor, will state that such contractor is an equal opportunity employer. 
 
c.             Notices, advertisements and solicitations placed in accordance with Federal Law, rule or regulation shall 

be deemed sufficient for the purpose of meeting the requirements of this section. 
 
d. The contractor will include the provisions of the foregoing paragraphs a, b and c in every subcontract or 

purchase order of over $10,000, so that the provisions will be binding upon each subcontractor or vendor. 
 

CONFLICT OF INTEREST:  
 

The successful bidder represents that it currently has no interest, and shall not have any interest, direct or indirect, that 
would conflict in any manner with the performance of services required under a City Contract. 
 
CONTRACT ASSIGNMENT:  
 

The successful bidder can not assign the contract or any portion of the contract without the prior written approval of the 
City. 
 
DRUG FREE WORKPLACE:  
 
In accordance with Sec 2.2-4312 of the Virginia Code, during the performance of this contract, the contractor agrees to (i) 
provide a drug-free workplace for the contractor’s employees; (ii) post in conspicuous places, available to employees and 
applicants for employment, a statement notifying employees that the unlawful manufacture, sale, distribution, 
dispensation, possession, or use of a controlled substance or marijuana is prohibited in the contractor’s workplace and 
specifying the actions that will betaken against employees for violations of such prohibition; (iii) state in all solicitations or 
advertisements for employees placed by or on behalf of the contractor that the contractor maintains a drug-free 
workplace; and (iv) include the provisions of the foregoing clauses in every subcontract or purchase order of over 
$10,000, so that the provisions will be binding upon each subcontractor or vendor. 
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Successful contractor shall not use, possess, manufacture, or distribute alcoho1 or illegal drugs during the performance of 
the contract or while on City premises or distribute same to City employees.  
 
Successful contractor understands that a violation of these prohibitions constitutes a breach of the contract and that the 
City has the right cancel the contract. 
 
For the purpose of this section, Drug-free workplace” means a site for the performance of work done in connection with a 
specific contract awarded to a contractor, the employees whom are prohibited from engaging in the unlawful manufacture, 
sale, distribution, dispensation, possession or use of any controlled substance or marijuana during the performance of the 
contract. 
   

 GOVERNING LAW AND POLICY:  

This Contract shall be governed by and construed in accordance with the laws of the Commonwealth of Virginia and the 
Lynchburg Public Procurement Ordinance. The successful firm submits itself to the jurisdiction of a Court of competent 
jurisdiction in the City of Lynchburg, Virginia and such Courts shall be the appropriate forum. 
 
STATE CORPORATION COMMISSION (SCC) REGISTRATION:  

 
If listed as a Corporation, bidders must also submit documentation, with their response/proposal, that they are currently 
registered with the Virginia State Corporation Commission. 

 
TAXES:    
         

The bidder’s  shall submit appropriate documentation to certify that all applicable taxes (real estate, business license,   
personal property, etc.) have been filed, are paid fully up to date, and will remain paid on a timely basis through the life of 
any such procurement relationship with the City. 
 
NON-PERFORMANCE: 
 

Non-performance within time specified in Invitation for Bid may result in order cancellation and charge backs to the vendors 
for cost differences incurred by the City. 
  
INDEPENDENT CONTRACTOR: 
 
No relationship of employer and employee is created by this or any other subsequent contract.  In the performance of its 
work and duties, contract is at all times acting and performing as an independent contractor in the practice of its 
profession.  The City shall neither have nor exercise control or direction over the methods by which contractor performs 
services pursuant to a contract.  Contractor (including without limitation, its officers, shareholders, subcontractors, and 
employees) has no claim under any resultant contract or otherwise against the city for social security benefits, workers 
compensation benefits, unemployment benefits, vacation pay, sick leave, or any other benefit of any kind. 

CONTRACTUAL CLAIMS: SEC. 2.2-4363 Virginia Public Procurement Act: 
 
Contractual claims, whether for money or other relief, shall be submitted in writing to the City Manager with copy to the 
Purchasing Agent, no later than sixty days after final payment; however, written notice of the contractor's intention to file 
such claim shall have been given within ten days of the occurrence of the event giving rise to the claim or the beginning of 
the work upon which the claim is based.  Nothing herein shall preclude a contract from requiring submission of an invoice 
for final payment within a certain time after completion and acceptance of the work or acceptance of the goods.  
Pendency of claims shall not delay payment of amounts agreed due in the final payment. The decision of the City 
Manager on the claim shall be final unless appealed to the Lynchburg Circuit Court as provided by law. 
 
EXCEPTION: 
 
 All exceptions to the delineated specifications are to be noted on the form as "EXCEPTION" on separate letterhead and  
fully explain exception. 
 
FREIGHT: 
 
 All bids must be FOB: Destination, Inside Delivery, Off Loaded. 
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HOLD HARMLESS: 
 
 The successful bidder shall indemnify and hold harmless and assume the defense of the City, its employees, agents and 
officials from and against any and all claims, liabilities, judgments, costs, causes of action, damages and expenses, and 
shall pay all attorney's fees, Court costs and other costs incurred in defending such claims which may accrue against, be 
charged to, be recovered from or sought to be recovered from the City, its employees, agents and officials as a result of 
the bidder's contract with the City. 
 
INSURANCE:  
 
 In order to accomplish the indemnity requirements, the successful bidder shall be required to furnish a Certificate of 
Insurance as per the attached Insurance Requirements Form. Such insurance policy shall name the City, its employees, 
officials and agents as insured parties and shall contain provisions that the City shall be given thirty (30) days written 
notice prior to any cancellation or reduction in the required coverage. The insurance required hereunder shall be primary, 
and any insurance of self-insurance maintained by the City will be in excess of and shall not contribute with the insurance 
required of the successfu1 bidder. 
 
NON DISCRIMINATION:    
 
The attached Certification of Non-Discrimination and Anti-Collusion Statement is to be signed and returned as part of the 
contract. 
 
OPTION YEAR: 
 
As an option to be exercised at the discretion of the City of Lynchburg, vendors are invited to offer a maximum 
percentage increase over prices quoted above, for option years.  In submitting option year pricing, it shall be understood 
that the increase offered is a “price not to exceed.”  Any increase submitted to the City for option years should be fully 
documented and verifiable and include written notification or price increases from the vendor’s supplier on 
manufacturer’s letterhead.  Only across the board increases will be accepted. 

 
Option Year I:  December 1, 2005 through November 30, 2006  
 
Price increase not to exceed ____________% over price quoted for December 1, 2004 - November 30, 2005. 
 
Option Year II:  December 1, 2006 - November 30, 2007  
 
Price increase not to exceed ____________% over price quoted for December 1, 2004 - November 30, 2005  

 
PAST PERFORMANCE: 
 
The City reserves the right to consider past City or non-City contract performance of any vendor as part of the evaluation 
criteria before making an award. 
 
 
PAYMENT TERMS: 
 
Invoice processing is to be in strict accordance with the rules and regulations set forth by the City’s Financial Services 
Division and The Code of Virginia Section 2.2-4352, requiring payment of invoices within 30 days of receipt of a proper 
invoice. Payment will not be made until proper invoice is received from the Contractor.  No promise or commitments on 
the part of any employee of the City shall bind the City to any other terms and conditions other than those set forth in 
procedures issued by the Financial Services Division. 
 
 
RECEIPT OF BIDS: 
 
All bids shall be signed and returned in a sealed envelope by the due date. 
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FORCE MAJEURE: 
 
Neither party shall be responsible for delays in the timely completion of the contract caused by any bona fide strike, riot, 
fires, sabotage, terrorist acts, or acts of God or any other delays deemed by the City to be clearly and unequivocally 
beyond the Contractor’s control will relieve the Contractor of deadlines set for the timely completion of the contract. The 
Contractor shall notify the City in writing as soon as the contractor knows, or should reasonably know that such an event 
will delay completion of the contract. Said notification shall include proof required by the City to evaluate any request by 
the Contractor for relief.   The City’s decision regarding whether or not the Contractor is entitled to such relief will be final 
and binding on both parties.  The Contractor is not entitled to damages, compensation, or reimbursement from losses 
incurred from any such event. 
 
PERMITTED CONTRACTS with Certain Religious Organizations; Purpose; Limitations SEC. 2.2-4343.1 
Virginia Public Procurement Act. 

 
(A) It is the intent of the General Assembly, in accordance with the Personal Responsibility and Work Opportunity 

Reconciliation Act of 1996, P.L. 104-193, to authorize public bodies to enter into contracts with faith-based 
organizations for the purposes described in this section on the same basis as any other nongovernmental source 
without impairing the religious character of such organization, and without diminishing the religious freedom of the 
beneficiaries of assistance provided under this section. 

 
(B) For the purposes of this section, “faith-based organization” means a religious organization that is or applies to be a 

contractor to provide goods or services for programs funded by the block grant provided pursuant to the Personal 
Responsibility and Work Opportunity Reconciliation Act of 1996, P.L. 104-193.  

 



CITY OF LYNCHBURG, VIRGINIA
OFFICE OF RISK MANAGEMENT

INSURANCE REQUIREMENTS

The contractor/vendor shall procure, maintain, and provide proof of insurance coverage for
injuries to persons or damages to property which may arise from or in connection with the work
performed on behalf of the City by the contractor, his agents, representative, employees, or
subcontractor.  Such coverage shall be maintained by the contractor/vendor for the duration of
the contract period.

Broad Form Commercial General Liability:
(Occurrence Form CG0001, Ed. 11/88):  $1,000,000 CSL, BI &PD

Automobile Liability:
Code 1 “ANY AUTO” (Form CA0001  Ed. 6/92):   $1,000,000 CSL, BI & PD

Workers’ Compensation: Statutory Amount

Please state your ability to comply with these requirements    ___________   __________.
                                                                                             YES                  NO

The insurance policies shall include or be endorsed to include the following provisions.

1. The city of Lynchburg, Virginia its officers/officials, employees, agents, and volunteers (the
City) shall be added as “insureds” under the terms and conditions of the policies for liabilities
which may arise out of the contractor/vendor’s operations or activities in these projects.

2. Any deductibles or self-insured retentions applicable to required coverages shall be paid by
the contractor/vendor, and the City shall not be required to participate therewith.

3. The contractor/vendor shall agree to provide the City with 30 days written notice of any
cancellation of or reduction in the required coverages.

4. The insurance required hereunder shall be primary and any insurance or self-insurance
maintained by the City shall be excess of the contractors/vendor’s insurance and shall not
contribute therewith.

5. Failure of the contractor/vendor to comply with any reporting provisions of the insurance
policies required hereunder shall not affect coverage provided to the City.

6. All rights of subrogation against the City shall be waived.

7. The contractor/vendor shall provide the City with certificate of insurance with applicable
endorsements effecting coverages, signed by a person authorized by the insurance company
to bind coverage on its behalf.  Certificates of insurance shall be received by the City within 5
days of notice of intent to award.  Please state ability to comply________________________

8. All coverages for subcontractors of the contractor/vendors, if any, shall be subject to all of
the requirements stated herein.





Give form to the
requester. Do not
send to the IRS.

Form W-9 Request for Taxpayer
Identification Number and Certification(Rev. January 2002)

Department of the Treasury
Internal Revenue Service

Name

List account number(s) here (optional)

Address (number, street, and apt. or suite no.)

City, state, and ZIP code
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2.

Taxpayer Identification Number (TIN)

Enter your TIN in the appropriate box. For individuals, this is your social security number (SSN).
However, for a resident alien, sole proprietor, or disregarded entity, see the Part I instructions on
page 2. For other entities, it is your employer identification number (EIN). If you do not have a number,
see How to get a TIN on page 2.

Social security number

––
or

Requester’s name and address (optional)

Employer identification numberNote: If the account is in more than one name, see the chart on page 2 for guidelines on whose number
to enter. –

Certification

1. The number shown on this form is my correct taxpayer identification number (or I am waiting for a number to be issued to me), and

I am not subject to backup withholding because: (a) I am exempt from backup withholding, or (b) I have not been notified by the Internal
Revenue Service (IRS) that I am subject to backup withholding as a result of a failure to report all interest or dividends, or (c) the IRS has
notified me that I am no longer subject to backup withholding, and

2.

Certification instructions. You must cross out item 2 above if you have been notified by the IRS that you are currently subject to backup
withholding because you have failed to report all interest and dividends on your tax return. For real estate transactions, item 2 does not apply.
For mortgage interest paid, acquisition or abandonment of secured property, cancellation of debt, contributions to an individual retirement
arrangement (IRA), and generally, payments other than interest and dividends, you are not required to sign the Certification, but you must
provide your correct TIN. (See the instructions on page 2.)

Sign
Here

Signature of
U.S. person � Date �

3. The IRS tells the requester that you
furnished an incorrect TIN, or

4. The IRS tells you that you are subject to
backup withholding because you did not report
all your interest and dividends on your tax return
(for reportable interest and dividends only), or

Purpose of Form 5. You do not certify to the requester that you
are not subject to backup withholding under 4
above (for reportable interest and dividend
accounts opened after 1983 only).

2. You do not certify your TIN when required
(see the Part II instructions on page 2 for
details), or

Note: If a requester gives you a form other than
Form W-9 to request your TIN, you must use the
requester’s form if it is substantially similar to this
Form W-9.

You will not be subject to backup withholding
on payments you receive if you give the
requester your correct TIN, make the proper
certifications, and report all your taxable interest
and dividends on your tax return.

1. You do not furnish your TIN to the
requester, or

Form W-9 (Rev. 1-2002)

Part I

Part II

Business name, if different from above

Cat. No. 10231X

Certain payees and payments are exempt
from backup withholding. See the instructions on
page 2 and the separate Instructions for the
Requester of Form W-9.

Check appropriate box:

Under penalties of perjury, I certify that:

Use Form W-9 only if you are a U.S. person
(including a resident alien), to give your correct
TIN to the person requesting it (the requester)
and, when applicable, to:

1. Certify the TIN you are giving is correct (or
you are waiting for a number to be issued),

2. Certify you are not subject to backup
withholding, or

3. Claim exemption from backup withholding if
you are a U.S. exempt payee.

Civil penalty for false information with respect
to withholding. If you make a false statement
with no reasonable basis that results in no
backup withholding, you are subject to a $500
penalty.

Criminal penalty for falsifying information.
Willfully falsifying certifications or affirmations
may subject you to criminal penalties including
fines and/or imprisonment.

Penalties
Failure to furnish TIN. If you fail to furnish your
correct TIN to a requester, you are subject to a
penalty of $50 for each such failure unless your
failure is due to reasonable cause and not to
willful neglect.

Misuse of TINs. If the requester discloses or
uses TINs in violation of Federal law, the
requester may be subject to civil and criminal
penalties.

If you are a foreign person, use the
appropriate Form W-8. See Pub. 515,
Withholding of Tax on Nonresident Aliens and
Foreign Entities.

3. I am a U.S. person (including a U.S. resident alien).

What is backup withholding? Persons making
certain payments to you must under certain
conditions withhold and pay to the IRS 30% of
such payments after December 31, 2001 (29%
after December 31, 2003). This is called “backup
withholding.” Payments that may be subject to
backup withholding include interest, dividends,
broker and barter exchange transactions, rents,
royalties, nonemployee pay, and certain
payments from fishing boat operators. Real
estate transactions are not subject to backup
withholding.

A person who is required to file an information
return with the IRS must get your correct
taxpayer identification number (TIN) to report, for
example, income paid to you, real estate
transactions, mortgage interest you paid,
acquisition or abandonment of secured property,
cancellation of debt, or contributions you made
to an IRA.

Payments you receive will be subject to
backup withholding if:

Individual/
Sole proprietor Corporation Partnership Other �

Exempt from backup
withholding



Form W-9 (Rev. 1-2002) Page 2

What Name and Number To
Give the Requester

Give name and SSN of:For this type of account:

The individual1. Individual
The actual owner of the
account or, if combined
funds, the first individual
on the account 1

2. Two or more
individuals (joint
account)

The minor 23. Custodian account of
a minor (Uniform Gift
to Minors Act)

The grantor-trustee 14. a. The usual
revocable savings
trust (grantor is
also trustee)

1. Interest, dividend, and barter
exchange accounts opened before 1984
and broker accounts considered active
during 1983. You must give your correct TIN,
but you do not have to sign the certification.

The actual owner 1b. So-called trust
account that is not
a legal or valid trust
under state law

2. Interest, dividend, broker, and barter
exchange accounts opened after 1983 and
broker accounts considered inactive during
1983. You must sign the certification or
backup withholding will apply. If you are
subject to backup withholding and you are
merely providing your correct TIN to the
requester, you must cross out item 2 in the
certification before signing the form.

The owner 35. Sole proprietorship

Give name and EIN of:For this type of account:

3. Real estate transactions. You must
sign the certification. You may cross out
item 2 of the certification.

A valid trust, estate, or
pension trust

6.
Legal entity 4

4. Other payments. You must give your
correct TIN, but you do not have to sign the
certification unless you have been notified
that you have previously given an incorrect
TIN. “Other payments” include payments
made in the course of the requester’s trade
or business for rents, royalties, goods (other
than bills for merchandise), medical and
health care services (including payments to
corporations), payments to a nonemployee for
services, payments to certain fishing boat
crew members and fishermen, and gross
proceeds paid to attorneys (including
payments to corporations).

The corporationCorporate

7.

The organizationAssociation, club,
religious, charitable,
educational, or other
tax-exempt
organization

8.

5. Mortgage interest paid by you,
acquisition or abandonment of secured
property, cancellation of debt, qualified
tuition program payments (under section
529), IRA or Archer MSA contributions or
distributions, and pension distributions.
You must give your correct TIN, but you do
not have to sign the certification.

The partnershipPartnership

9.

The broker or nomineeA broker or registered
nominee

10.

The public entityAccount with the
Department of
Agriculture in the name
of a public entity (such
as a state or local
government, school
district, or prison) that
receives agricultural
program payments

11.

Privacy Act Notice

1 List first and circle the name of the person whose
number you furnish. If only one person on a joint
account has an SSN, that person’s number must be
furnished.
2 Circle the minor’s name and furnish the minor’s SSN.
3 You must show your individual name, but you may
also enter your business or “DBA” name. You may use
either your SSN or EIN (if you have one).
4 List first and circle the name of the legal trust, estate,
or pension trust. (Do not furnish the TIN of the personal
representative or trustee unless the legal entity itself is
not designated in the account title.)

Note: If no name is circled when more than
one name is listed, the number will be
considered to be that of the first name listed.

Sole proprietor. Enter your individual
name as shown on your social security card
on the “Name” line. You may enter your
business, trade, or “doing business as (DBA)”
name on the “Business name” line.

Sole proprietorship The owner 3

12.

Note: Writing “Applied For” means that you
have already applied for a TIN or that you
intend to apply for one soon.

Part I—Taxpayer Identification
Number (TIN)
Enter your TIN in the appropriate box.

Part II—Certification

For a joint account, only the person whose
TIN is shown in Part I should sign (when
required). Exempt recipients, see Exempt
from backup withholding above.

Other entities. Enter your business name
as shown on required Federal tax documents
on the “Name” line. This name should match
the name shown on the charter or other legal
document creating the entity. You may enter
any business, trade, or DBA name on the
“Business name” line.

How to get a TIN. If you do not have a TIN,
apply for one immediately. To apply for an
SSN, get Form SS-5, Application for a Social
Security Card, from your local Social Security
Administration office. Get Form W-7,

Application for IRS Individual Taxpayer
Identification Number, to apply for an ITIN, or
Form SS-4, Application for Employer
Identification Number, to apply for an EIN.
You can get Forms W-7 and SS-4 from the
IRS by calling 1-800-TAX-FORM
(1-800-829-3676) or from the IRS Web Site at
www.irs.gov.

If you are asked to complete Form W-9 but
do not have a TIN, write “Applied For” in the
space for the TIN, sign and date the form,
and give it to the requester. For interest and
dividend payments, and certain payments
made with respect to readily tradable
instruments, generally you will have 60 days
to get a TIN and give it to the requester
before you are subject to backup withholding
on payments. The 60-day rule does not apply
to other types of payments. You will be
subject to backup withholding on all such
payments until you provide your TIN to the
requester.

If the account is in joint names, list first and
then circle the name of the person or entity
whose number you enter in Part I of the form.

If you are a sole proprietor and you have
an EIN, you may enter either your SSN or
EIN. However, the IRS prefers that you use
your SSN.

You must provide your TIN whether or not
you are required to file a tax return. Payers
must generally withhold 30% of taxable
interest, dividend, and certain other payments
to a payee who does not give a TIN to a
payer. Certain penalties may also apply.

 

If you are a resident alien and you do not
have and are not eligible to get an SSN, your
TIN is your IRS individual taxpayer
identification number (ITIN). Enter it in the
social security number box. If you do not
have an ITIN, see How to get a TIN below.

If you are an LLC that is disregarded as
an entity separate from its owner (see
Limited liability company (LLC) above), and
are owned by an individual, enter your SSN
(or “pre-LLC” EIN, if desired). If the owner of
a disregarded LLC is a corporation,
partnership, etc., enter the owner’s EIN.

Limited liability company (LLC). If you are
a single-member LLC (including a foreign LLC
with a domestic owner) that is disregarded as
an entity separate from its owner under
Treasury regulations section 301.7701-3,
enter the owner’s name on the “Name”
line. Enter the LLC’s name on the “Business
name” line. Caution: A disregarded domestic entity that

has a foreign owner must use the appropriate
Form W-8.

To establish to the withholding agent that you
are a U.S. person, or resident alien, sign Form
W-9. You may be requested to sign by the
withholding agent even if items 1, 3, and 5
below indicate otherwise.

Section 6109 of the Internal Revenue Code
requires you to give your correct TIN to
persons who must file information returns
with the IRS to report interest, dividends, and
certain other income paid to you, mortgage
interest you paid, the acquisition or
abandonment of secured property,
cancellation of debt, or contributions you
made to an IRA or Archer MSA. The IRS uses
the numbers for identification purposes and
to help verify the accuracy of your tax return.
The IRS may also provide this information to
the Department of Justice for civil and
criminal litigation, and to cities, states, and
the District of Columbia to carry out their tax
laws.

Note: See the chart on this page for further
clarification of name and TIN combinations.

Specific Instructions
Name. If you are an individual, you must
generally enter the name shown on your
social security card. However, if you have
changed your last name, for instance, due to
marriage without informing the Social Security
Administration of the name change, enter
your first name, the last name shown on your
social security card, and your new last name.

Exempt from backup withholding. If you
are exempt, enter your name as described
above, then check the “Exempt from backup
withholding” box in the line following the
business name, sign and date the form.

Individuals (including sole proprietors) are
not exempt from backup withholding.
Corporations are exempt from backup
withholding for certain payments, such as
interest and dividends. For more information
on exempt payees, see the Instructions for
the Requester of Form W-9.

If you are a nonresident alien or a foreign
entity not subject to backup withholding, give
the requester the appropriate completed
Form W-8.
Note: If you are exempt from backup
withholding, you should still complete this
form to avoid possible erroneous backup
withholding.

Signature requirements. Complete the
certification as indicated in 1 through 5
below.




